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APPENDIX 3 – LOGBOOK
for expert missions
1. The Logbook serves to document all actions of the Team/expert during a mission. This includes e-mail, faxes, telephone conversations, meetings, etc, i.e. all actions that have an influence on the activities of the Team/expert. One Logbook suffices per Team.
2. The Logbook could be your back-up if some alleged irregularities need to be investigated. It is in your interest to keep an accurate Logbook as possible.
3. Follow the layout of the Logbook template. 
· Incoming and outgoing messages shall be numbered in the appropriate box. Meetings and phone calls can be marked with "x" in the in/out column.

· Format: telephone, fax, email, meeting etc. 

· Content: Please give a short summary of the action. Pay special attention to agreements, commitments, etc.

4. Be explicit, precise and double-check figures. While writing, imagine yourself at the receiving end.
5. Attach the Logbook to the final report.
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